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Dffice of the fhie?

The Chisf of the Mavegement Btadf sdminietera the Ageacy’s Hanegenent P
vecommonds plans, prograss, roiicles, 254 procedures desigred To impruvo mov: 3
efTiciency thremghout the Agency; sud venders appropriste sugnor: and sdvics roloied thereto.

Crgesndsetion smd Meothods Stafyf

e

Conducts gtuddes of organizstion, Funetious, systens, and methods; reviews end coordinstes
proposels for changes in Tables of Orgenisation and pepgornal. eeilingp: provides monsgement
consulbing servics ¢o all clemeunts of the Agenecy; eondnets rescarch on managsmsnt technicues
and disesmivates resultent information threughout the Ageney.

Buginess Machinee Sorvice Rtads

Business Machines Serwiss acta on an Agency-wide besis as fechuical sdvisor on the applicstion
and utilisetion of tusiness machines eud relsted equiprens; approves yurchast or lesse of new
equipnent; condnets resssrch iz veletion o new machines, technicgues and eppiications snd

makes secommerdations ariaing therefrom.
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- Records Mansgement Steff T T e

0
. The Records Mansgement Staf? aiministers the Ageney's Records Managem nt Program invoiving
66\ ,\the creation, meintenance, uege and disposition of records} Correspondsnce Managsnent; Reports
Q a
X

’XL»*::“‘J Henagement; Formg Menegsment; Records Systens; File Stendards; Records Disposition including
W opergtion of the Agency Rgcords Center; and Vital Meterials ineluding technical supervigion of

A + the Vital Materisla Repositery,
,)jy N p W Records Center (Field Activity) - The Rocords Ceuter receives, stores end protects retived
Oj\ \;i(')U" ~ Tecords; provides reference services on stoved rescords; destroye records in sccordenes with

approved Records Control Schedules and preserves records of Permanent or long retention velue.
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HARAGEWENT STAFF
FUNCTICHAL STATEMENT (Cont'd)

 Suggestion Averds Stage

Toe Staf, under the poiley guidones of ihe Agency Suggestion Awvards Compities, 48 responsible
for the emscution of the Agency's Suggestion Awnrds Progran vhich was establiched in complisnes
itk Pitle ITI, Public Lav 763, 83rd Congress. This progran is designed to encourmgs the
yarticipeticn of Agoncy suployees in impsoving the eificiency and economy of Government or
Ageney operations: to fegerd esployeesn individually or in groups for their suggestiong,; in-
ventions; cr other personal efforts which contridute o effleciency, sconomy, or other
inprovement in Govermment or Ageney opsrations.

YR -2
15 Mmgest 1658 GaBel-R-B-T

Approved For Release 2005/11/21 : CIA-RDP70-00211R000700020005-6



